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1. GENERAL 

Regulation ^^^^^stablishes a competitive praaotion program within 
Career Service areas. This Instruction establishes policy and procedures 
for Implementing this program as it relates to the promotion of Logistics 
Designees ■ 

2. PR0H0TIQH OP WAGS BOARD EMPLOYEES AND 08 mm/iYSKS 1 THROUGH 6 

Chiefs of Divisions or Staffs, or Chiefs of Field Stations are responsi- 
ble for Initiating premotion requests for Whge Board employees and GS 
employees one through six , b^caro^ting Request for Personnel Action 
(SF-52) in accordance and forwarding such, via channels, 

to the Logistics Personnel Office for appropriate review and action . 
Reeanaendatiotis for promotion will be initiated and reviewed on the basis 
of a competitive evaluation of employees ' performance , qualifications , 
length of service, acceptance of Career Staff obligations aid. value to the 
Agamy. Promotion requests for yegs Board employees and GS employees in 
grades one through six are not to be initiated unless ap p ropri ate slots 
exist Into which the employees can be promoted. 


3. PROMOTION OF EMPLOYEES TO SUFBBGRADE POSITIONS 


For peliey_ con cerning the premotion of employees to supergrode /positions, 

see 


4, PRCMOnm OF GS-7 1 




S 0S-14 EMJTOYEES 


a. Establishment of Humber and Grades of Prcmotioos Availabl e 


Periodically, the Director of Personae! will provide the Office of 
Logistics with its Career Service Staffing Authorisation . In general, 
the CSSA will establish the number of promotions , by grade, available 
few* use by the Logistics Career Service to promote selected employees . 
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i> . Selection of ag^ggggig who are to bo jkoowsandcd for Prqaotion 
(l) Ccwpil&tiot: off Eligibility Proaetiot. Lists 

f«) As requested by tbs logistics Career Board, the Logistics 
Personnel Office will review the records of all eligible 
employees (those wh o have completed the rainisaw tiae-ln- 
erade period) , and is accor&irice with the Point bating 8yete» 
face paragraph f below), malt thee ia numerical order. These 
list# will be taowa as the Eligibility Promotion Lists . A 
separate list, will be prepared for each grade, XS-7 *?«#» 
OJ-Xb, every six months. The Eligibility Promotion Lists 
will be utilised by the Logistics Career Board as a guide. 

(b) Eligibility Promotion Lists sad point retting# assigned 
individual employees will be maintained by the Logistics 
Personnel Office «a an EXES ORLY basis . 


Cf) gasadlatien. of Seceapended Promotion Lists 

(a) Tfes Logistics Career Board will review each Eligibility 
Praaotion List and rank those employees is ttasarieal order 
who in the opinion erf the Board aerit promotion . These lists 
will be known as the Kecommended Promotion Lists' and will is- 
elude a minimum of ten and a atucisma of fifitesm names . 

(b) If appropriate slots are m t available into which employees, 
whoso rent aa appear on the Becoinsanded Promotion List, can be 
promoted, the Board will indicate by an asterisk those em- 
ployees who saw to be considered for Personal Bank Assign- 
ments (see paragraph id) . 

(c) Tfee selection of employees for Inclusion m the Breonmssied 
Prase tion L is ts will be aade on the basis of a •? appetitive 
evaluation of the espioyeas 1 potential to the Agency. In 
general, employees ‘ potential to the Agency say be I weed sj»a 
sesfc factor* as.: their relative rank on the Eligibility 
Promotion Met; so evaluation of their wee* performance ; 
variety of aseigrreent* they have beldj g*mnt.j tative and 
qjuali tative evaluation of their formal education combined 
with other 'training completed; their ability to present logical 
ideas orally or in writing! their ability to maintain satis- 
factory relationship# with others; their supervisory or eaecu- 
iivo ability; their technical knowledge of era or store phases of 
logistics ; their willingness to accept Hair career staff 
obligation* ; the degree of drive which they possess j their re- 
ceptiveness to supervisory control aid guidance; etc . 
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(&) TUG Reccmaended Promotion Lists will be forwarded to the 
Head of the Logistic# Career Service for approval or 4ia>~ 
approval, together with a recommendation as to the number 
of premotions to be effected. 

c * Action by the Head of the Logistics Career Service 

(1) She Head of Idle logistics Career Service will review the Heeoa- 
mended Promotion Lists, together with the number of promotions 
recoaraeuded to be utilised as submitted to him by the Logistics 
Career Board. Based upon a competitive evaluation of an 
employ ee * s potential to the Agency, he will select the numb er 
and names of employees yfco, in his opinion, merit promotion* 

(2) In selecting and recommending employees for promotion, the Head 
of tiie Logistics Career Service is responsible for ensuring that 
each employee recommended for promotion is utilized in a position 
of proper grade upon promotion or upon completion of a Personal 
Bank Assignment; and ensuring that the grade and occupational 
structure of the Logistics Career Service does not exceed the 
Career Staffing Authorization made available to the Office of 
Logistics by the Office of Personnel. 

d. Personal Bank Aasigmaents 

(1) Normally, an employee will not be promoted to a grade higher than 
the grade of the position to which he is to be assigned. 

(2) la those few instances where it is determined that an employee 
should be promoted to a grade teat exceeds tee grade of tee 
position to which he is assigned, ouch promotions will be known 
as Personal Rank Assignments and will be recommended by the 
Logistics Career Board when tee following conditions exist: 

(a) Justification, fear the recommendation is based upon one of 
the fallowing reasons : 

1. To enable an emp l o yee to be competitively promoted and 
complete a specific tour or assignment in a position of 
grade lower than his grade after premotion; 

2. An employee is the only qualified Individual available 
tar assignment to a position which must be filled im- 
mediately; 

The employee possesses such jgausual background, contacts, 
or qualifications for a particular position that his 
assignment is essential to an Agency program* 
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h. An employee 'a service record and qualifications clearly 
predict satisfactory performance in a position of his 
grade, and staffing plana provide for the filling of 
such a position in the near future, hut no appropriate 
assignment of proper grade is currently available ; 

To permit an employee to obtain specific experience 
essential to the planned future utilisation of his 
services . 

(h) She duration of the recommended Personal Bank Assignment is 
specified.. 

(e) Seasonable expectation exists that at such time as the 
duration of the Personal Bank Assignment expires, an ap- 
propriate vacancy {possessing the grade of the employee) will 
exist into which the employee can be immediately reassigned. 

e. Processing of Promotion Actions 

(1) The Head of the Logistics Career Service will advise the expropri- 
ate Chief of Division or Staff, or Chief of an Area Division (in 
the instance of field employees ) wherein the employee is assigned, 
that he is considering promoting the employee . 

(2) The Chief of an Office of Logistics Division or Staff, or a Chief 
of an Area Division will: 

(a) Prepar^3F-52^Re quest for Personnel Action, in accordance 

®nd submit such to the Logistics Personnel 
Office* Promotion requests requiring Personal Bank Assign- 
ments will include a statement {see para, kd above ) of the 
reason for the Personal Rank Assignment and its probable 
duration. All Personal Hank Assignments must have the con- 
currence of the Head of the Logistics Career Service; or 

(b) Recommend to the Head of the Logistics Career Service that 
the proposed promotion not be effected and provide appropriate 
reasons vhy not. In this event, the Head of the Logistics 
Career Service will give due consideration to recommendations 
as to the timing of a promotion or that a proposed promotion 
not be effected. 

(3) The Logistics Personnel Office will review the Proposed Promotion 
Bequest (SF-52) in order to assure that it has been prepared and 
processed in accordance with established policies and procedures, 
and forward it to the Office of Personnel for review and action . 
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f . Point Rating System 

Employees vi 11 be evaluated and ranked in numerical order in 
accordance with the total number of points accrued through the 
following eight factors; 

(l) Evaluation of Performance 

In computing points for this factor, all Fitness Reports, re- 
flecting the past two-year period, will be considered and 
averaged into a point value. However, Fitness Rsports during 
this two-year period at a lower grade than the employee now 
holds Will not be considered* Points will be awarded as 
follows; 

Evaluation So, of Points 


Does not perform duties sdequately; !• incompetent • « 0 

Barely adequate in performance; although has had 

specific guidance or training, often fails to carry 

(net responsibilities 0 

Performs most duties acceptably; occasionally reveals 
some area of weakness 5 

Performs duties in a competent, effective manner • • , 10 

A fine performance : Carries out many responsibilities 
exceptionally well ••»,*«#•••**••••«• 15 

Performs duties in such an outstanding manner: is 
equaled by few other persons known to the supervisor • 20 
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(2) Evaluation of Potential to Assume Greater Segponglbllltig# 

In computing points for this factor, all Fitnssa Iteport# re- 
flecting the past two-year period will be considered and 
averaged into a point value. However, Fitness Reports during 
this two-year period at a lower grads than the employee now 
holds will not be considered* Foints will be awarded as follows* 


Already above tbs level at which satisfactory 
performance can be expected ••••••••••••• 0 

Has reached the highest level at which satisfactory 
performance can be expected ••••••••••••• 0 

Making progress, but needs more time before being 


trained to assume greater responsibilities * * * * * 0 

Heady for training in assuming greater responsibilities 5 

Min probably adjust fulakly to more responsible duties 
without further training • •«••••••**••• 10 

Already assuming more responsibilities then expected 
at his present level • • • •«••••••••••• 15 

An except ional person Who is one of the few who should 
be Considered for early assumption of higher level 
responsibilities •*•*• •••*•*••••*•• 20 

(3) Evaluation of Total CIA Work Experience 

In computing points for this factor, employee# will be given one 
twelth of a point for each month employed by the Agency or its 

predecessor Agencies (!»•#., Coordinator of Information; Office 
of Strategic Services; War department. Strategic Services Unit; 
and Central Intelligence Group)* Ho credit will be given for 
service prior to 14 July 1941* 
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in Computing Points for this factor, Will Tb« given 

point# eoBwen*fo$jflj* *fith th#t pjrade, or*.** equivalent , at 
vhieh they «nts*« dou duty ##» *** * 


03-6 or equivalent 
00*7 or equivalent 
OS-8 or equivalent 
G0-9 or equivalent 
08-10 or equivalent 
GS-11 or equivalent 
03-12 or equivalent 
GS-13 or equivalent 
00-lft or equivalent 
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Wo. or Point# 


1 

2 


5 

6 

8 

9 

10 


la eomputing point# for' this fastor, 
point* Ocsmaensurate -with tie tine thftp iftye 1 
gride ehile employees of the Oil, So oredit 
tine m earnest of- five years* 


trill he given 
in their present 
i he given for 
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6to 12 Month» ••••••••••*•»•* • * * • 

12 Months to 2 fears * • • • * .« .• ,* ***.*••• * 
2 to 3 Veers •**«*•**••*••* « • • • • » 

? to #. Vets?# •**••*•**«***•»«•**• 

to 5 star# 1 ««>•••• •••«••»#«*»*•• 
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In reoogaitioa thateompletiGn of ©verses# serviee repre- 
sents an ^cumulation of highly regarded |^g#a# # experience 
and, in addition, refloats the fulfillment hy the employee 
of hi# Career 3taff obligation, point ersdlt# trill he given 
for- the satiefaotory completion of overseas service* Wo 
eredit trill he allowed in instaness therein wtetfli'm* 
pleted vae evaluated as uasatiSfaatory on- fitness Bsoorte 
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covering such periods of time* In eoB^uting overseas 
service, credit will also be given for W£ ties and time 
in a Contract Eoployee Status overseas* A maximum of 
fifteen points will be given on the basis of one point for 
each six months of total time accumulated* 

It is recognised that some Logistics employees, who desire 
to eerve overseas, have not had an opportunity for such; 
some, because of their grade# or qualifications, are not 
eligible fear oversea# assignment; and some, because of 
physical disabilities or eompssgionate reasons, have not 
been able to accept overseas assignments, these factors 
will be given prise consideration by the logistics Career 
Board at eueh tine as they review the Eligibility Promotion 
lists* 

(?) Evaluation of formal Education Completed 

In computing points for this f motor, employees will be given 
points eommsnsusate with the amount of formal education which they 
have satisfactorily completed in an accredited college, university, 
high school, or their equivalent* A maximum of ten point# will be 
given on the basis of one point for each college year (i.e. satis- 
factory completion of thirty credit hours or its equivalent ) 
completed, two points for each degree received, and one point for 
possession of a high school diploma* 

(8> Evaluation of CIA graining. Courses Completed 

(a) In computing points for this factor, credit will be given 

for internal CIA courses and courses takan under CIA sponsor- 
ship in external colleges, universities, technical schools or 
their equivalent. Credit will not be given for on-the-job 
type training, courses wherein an employee received an 
unsatisfactory grads or did not fully complete the course, 
and courses Which concern knowledges, skills, or subjects not 
Specifically required by the Office of Logistics. A maximum 
of tea points will be awarded as follows: 

Internal CIA Courses: one tenth of a point for each twenty 
to forty classroom hours of work* 

External Courses sponsored by the CIA: one tenth of a point 
each twenty to forty classroom hours; or two tenths of 
,,.,*fc-~-<a point for each three credit houra of college or equivalent 
work completed* 

Xavral freight Transportation School, 9 months: f points 
Katioaal War College, 10 scathe: 2 points 
Army War College, 10 months t 2 points 
Industrial College of the Armed Forces: 2 points 
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<1b) The following is a partial list of reccranemded courses for 
logistics designees i 


Tech "**** Gouraag 

gems of Course and Ikxration 

Logistics Support Course - 6 seeks 
L ogi sti c s Supervisory Tr. - 6 hours 
Procurement Support program - 8 hours 
war flapping - 3 seeks 
Language Training (in CIA) - 6 months 
Training (out of CIA.) - o mos. 
1 ,'yyntS forces Packaging Course - 3 seeks 
Material Handling & Packaging - 3 seeks 
Amy logistics Hgt. Center Courses: 

1 to 3 -seek courses 
3 to 12 -seek courses 

Contract negotiators* Training - 3 seeks 
tm Procedures - hours 

Special courses relating to Ordnance, 
Printing 4 Reproduction , Packing it 
Crating, Supply, Transportation, 
Procurement, Real SState, Construction, 
etc. 
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General Agency Courses 

Operations Course - l6 seeks 
Operations familiarization - 6 seeks 
Operations Support Course - 5 seeks 
Clandestine Services Review - 3 seeks 
Intelligence Orientation - 3 seeks 
Administrative Procedures - 2 seeks 

Ma n aa w B en t Courses 

Basic Supervision - kO hours 
BMrfw MuiiiTimrnt - 40 hours 
^feetive Writing - 20 hours 
Writing Workshop - 27 hours 
effective Speaking - 12 hours 
Conference Leadership - 12 hours 
Reading Inprovaaent - 3$ hours 
Reading Analysis - 6 hours 
Instructional Techniques - —0 hours 
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